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AFM
Leadership Evaluation and Development Program

L E A D
The ARS administrative and financial management community must actively develop experienced and highly
qualified future leaders.  The Administrative and Financial Management (AFM) Leadership Evaluation and
Development Program (LEAD) is a collection of unique training, work, and mentoring experiences, along with a
rigorous self development effort.  LEAD is designed for high potential employees.  The objective of the program
is to develop future leaders who are creative, innovative, and effective.

Eligibility

The application process is competitive and designed to ensure that high potential employees enter this program of
unique training and work experiences. All applicants must meet each of the following requirements:

C Have been an employee of the Agricultural Research Service for a minimum of one year.
C Grade GS-11 and above.
C Have a Superior (or above) rating on the most recent ARS performance appraisal.

Application Process

1. Potential applicants must discuss their interest in the LEAD program with their supervisor.  The first level
supervisor and the appropriate Division Director or Area Administrative Officer must approve applications
to the LEAD program.

2. Obtain a LEAD Program application packet.  (Also available on the Internet at: www.afm.ars.usda.gov)

3. The applicant, supervisor, and the appropriate Division Director or Area Administrative Officer complete
the application form and submit it along with a current resume or SF-171, and the applicant’s most recent
performance appraisal to the LEAD Program coordinator.

4. A selection panel will convene to review applications and make recommendations to the DAAFM.

5. Applicants will be notified of their acceptance into the program.
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Program Components

CC Formal Training Courses

Employees in the AFM LEAD program will be required to take one or more of the currently available USDA
or OPM leadership courses.  These may be supplemented with other special leadership related courses.

C Developmental Assignments

Participants will experience a variety of developmental assignments designed to enhance their leadership
competencies and their knowledge of the organization.

C Mentoring Program

To ensure the greatest possible success throughout the program, each participant will be assigned a mentor
during various stages of their development.  As individual situations change new mentors may be assigned.

C Shadowing

Each participant will shadow at least three managers, one from AFM Headquarters, one from an Area, and
one from a location office.  Additional shadowing experiences may be appropriate.

C Self Development

Self development is a critical leadership attribute.  Leaders are lifelong learners who make maximum use of
educational opportunities.  Learning is self initiated through a variety of experiences including professional
reading, participation in professional organizations, conferences, and workshops, Toastmasters, and
community activities.

C Congressional Briefing Conference

Participants must attend the 3-4 day Congressional Briefing program.

C Evaluation

A LEAD database will maintain a complete profile of program participants.  Using this information and
personal interviews, special panels will review each participant’s progress and recommend courses or
activities to build on strengths and eliminate weaknesses.

C Program Closeout

At the conclusion of the LEAD program, participants will be asked to evaluate the process and recommend
improvements.  Each participant will receive a final evaluation which will be useful in planning the next steps
they will take in their career.
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Program Cycle

Selection of participants will occur once a year in July.  (Call for nominations and applications on April 1,
applications submitted by June 7).  Approximately five employees may enter the program each cycle. 
Participants are expected to complete the program for their grade level within two years.  Program graduates may
reapply as they advance in their career.  Applicants selected for the program must sign the Participant Agreement. 

Selection Panel

The program selection panel will review applications and make recommendations to the DAAFM who will make
final selections for entry into the program.  The panel comprises the Associate DAAFM, and the Assistant
DAAFM as permanent members.  One Division Director, one Area Administrative Officer, and one EOCR
manager complete the panel (these positions will rotate annually).

Review Panels

Participants will be evaluated every six months by a review panel.  Participants who fail to demonstrate progress
may be dropped from the program.  Review panels will comprise the Associate and Assistant DAAFM, and the
LEAD coordinator as permanent members.  One Division Director, one Area Administrative Officer, and one
EOCR manager complete the panel (these positions will rotate annually).

Program costs

Funding for the program will come from a central account at Headquarters.  Annual costs will depend upon
training expenses, travel and per diem.  The following is an estimate of average expenses for participants grade
GS-11 through GS-14.*

Participant
Grade

Training
(USDA and

other courses)

Developmental
(Travel and per

diem)

Self Development
(Association

memberships, books,
etc.)

TOTAL

GS-11/12 $2000 $2000 $500 $ 4,500

GS-13 $6000 $2000 $750 $ 8,750

GS-14 $3500 $2000 $750 $ 6,250

* Figures shown are an estimated maximum amount.  Training, for example, may range from a low of $1000 to a high of $6000. 

It’s expected that training offered to two grade levels would be taken at the lower grade.  For example, the Executive Potential
Program is open to grades GS-13 and GS-14.  The LEAD program assumes a person will participate at grade GS-13, hence
training costs for a GS-13 may be higher than for a GS-14.
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Responsibilities and Mobility

The AFM LEAD program is a continuous road to excellence in leadership.  Over the course of  development,
particularly if entry into the program is at the grade GS-11 level, participants will spend significant amounts of time
away from their normal duties and duty station.  Participants will need to work closely with supervisors to
schedule developmental experiences during times that will minimize disruptions in the normal work flow of their
organization.

Career development often requires mobility – the willingness to permanently move from one duty location to
another.  For example, a Location Administrative Officer who desires to become an AAO must be willing to
move to an Area office.  This is an important aspect of leadership development and should be carefully
considered before applying to the program.

Participation in the LEAD program is not a guarantee of promotion.  The program will help individuals develop
their skills and abilities and place them in a better position to compete for advancement.  

The United States Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on
the basis of race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and
marital or family status.  (Not all prohibited bases apply to all programs.) Persons with disabilities who require
alternative means for communication of program information (Braille, large print, audiotape, etc.) should contact
USDA's TARGET Center at 202-720-2600 (voice and TDD).

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten
Building, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call 202-720-5964 (voice or
TDD).  USDA is an equal opportunity provider and employer.



1 The IDP shall be used to plan the participant’s activities in the LEAD Program. 

2 Participants will be evaluated every six months by a review panel.  Participants who fail to demonstrate

progress may be dropped from the program.
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LEAD PARTICIPANT AGREEMENT

The LEAD Program requires a significant commitment from the participant and
AFM management.

In signing this contract the applicant commits to:

S taking the initiative and responsibility for their own development,
S actively participating in all LEAD activities,
S striving to fully develop leadership competencies in themselves,
S communicating clearly and regularly with their supervisor and others,
S readily accepting details and temporary duty station changes as required, and
S developing an Individual Development Plan (IDP).1

Management commits to:

S funding training, travel, memberships, books, and other materials deemed essential,
S supporting, coaching, and encouraging participants,
S providing developmental opportunities and time for self development, and
S continuous communication regarding progress2.

____________________
Date

This Agreement becomes effective on __________, and terminates on __________.

________________________ _________________________
Applicant Supervisor

_________________________
Deputy Administrator

Administrative and Financial Management
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AFM
Leadership Evaluation and Development Program

APPLICATION

ARS administrative and financial management employees grade GS-11 and above are eligible to enter the
Leadership Evaluation and Development Program (LEAD).  All applicants must obtain the concurrence of their
first level supervisor and their Division Director or Area Administrative Officer. Please complete this form and
return with a resume or SF-171, and the most recent performance appraisal to the LEAD Program Manager by
May 17, 2002.  In addition to the hard copies submitted, please send the LEAD Program Manager a Word
Perfect or Word file of the application, and other forms if possible.

It is your responsibility to ensure that all required forms are completed and
submitted by the due date.

LEAD represents a major investment of resources for AFM. The program is highly competitive and the number
of candidates each year is limited.  The selection panel considers many factors before making a final decision.  Do
not be disheartened if you are not accepted.  You may apply again next cycle.

Good Luck!   



7

APPLICATION PROFILE

Applicant’s Name ____________________________________________________________

Work Address   ________________________________________________________________

    ________________________________________________________________

E-mail address   _____________________ Telephone Number   __________________

Nominee’s signature   _____________________________________Date _____________

Supervisor’s Name   ____________________________________________________________

Work Address   ________________________________________________________________

    ________________________________________________________________

E-mail address   _____________________ Telephone Number   __________________

Supervisor’s signature _____________________________________Date   ____________

Division Director’s or AAO’s Name _________________________________________________

Work Address   ________________________________________________________________

    ________________________________________________________________

E-mail address   _____________________ Telephone Number   __________________

Signature __________________________________________Date   ____________
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APPLICATION

Item 1

Please provide a typewritten statement of 2-3 paragraphs explaining why you want to participate in the
LEAD program and how you think the program meets your career plans.  How will ARS (AFM) benefit
from your acceptance into this program?

Applicant: Complete all items and deliver this form to your supervisor.
Supervisor: Complete items 2-8 and deliver this form to the Division Director or AAO.
Div. Dir. or AAO: Complete item 10 and deliver this form to the LEAD Program Manager.
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Items 2-8

Applicant and Supervisor:  Write a short narrative detailing the applicant’s
competency in each of the seven selection factors listed on the following  pages.
Your discussion should (1) demonstrate successful  experiences -- how the
applicant achieved what needed to be accomplished, (2) focus specifically on the
applicant’s role, and the impact to the organization, and (3) collectively
demonstrate competency in the selection factor.
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Item 2.  Creativity and Innovation - Develops new insights into situations and applies innovative solutions to
make organizational improvements; creates a work environment that encourages creative thinking and innovation;
designs and implements new or cutting-edge programs/processes.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS 

RATING _______
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Item 3.  Cultural Awareness - Initiates and manages cultural change within the organization to impact
organizational effectiveness.  Values cultural diversity and other individual differences in the workforce.  Ensures
that the organization builds on these differences and that employees are treated in a fair and equitable manner.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 4.  Team  Building - Inspires, motivates, and guides others toward goal accomplishments.  Consistently
develops and sustains cooperative working relationships.  Encourages and facilitates cooperation within the
organization and with customer groups; fosters commitment, team spirit, pride, and trust.  Develops leadership in
others through coaching, mentoring, rewarding, and guiding employees.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 5.  Problem Solving  - Identifies and analyzes problems; uses sound reasoning and interpretation of
policies/regulations to arrive at alternative solutions to complex problems; distinguishes between relevant and
irrelevant information in making logical judgements.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 6.  Oral and Written Communication - Makes clear and convincing presentations (orally or sign
language) to individuals or groups; listens effectively and clarifies information as needed; facilitates an open
exchange of ideas and fosters an atmosphere of open communication.  Expresses facts and ideas in writing in a
clear, convincing and organized manner.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 7.  Customer Service - Balancing interests of a variety of clients; readily readjusts priorities to respond to
pressing and changing client demands.  Anticipates and meets the need of clients; achieves quality end-products;
is committed to continuous improvement of services.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 8.  Business Acumen - Developing and managing human, financial, physical, and information technology
resources in a manner consistent with organizational priorities.  Understands the linkage between administrative
requirements and mission need.
APPLICANT’S STATEMENT

SUPERVISOR’S STATEMENT

SELECTION PANEL MEMBER’S COMMENTS

RATING _______
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Item 9

Within your career plans, are you willing to accept a permanent position at another Location, Area Office, or
Headquarters?  (See “Responsibilities and Mobility” on page 4 of the program package.)

_____ Yes _____ No

COMMENTS:

Item 10

To be completed by the appropriate Division Director or Area Administrative Officer.

I concur with the supervisor statement and the
application of this individual for the LEAD Program.

Name ___________________________________________

Position ___________________________________________

Signature ___________________________________________

COMMENTS:

DATE _______________
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LEAD PROGRAM MANAGER

David L. Carter
USDA - ARS (AFM)

5601 Sunnyside Avenue
MS 5108

Beltsville, MD 20705-5000

301-504-1007
dcarter@ars.usda.gov


